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(ead the Hazardous Waste Management Training Plan attached
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JUA, Inc.
Position Description

Job Title: Shipper
Department: Operations
FLSA: NE

Grade: 14
Summary:

Supervises assigned staff in receiving equipment, materials, merchandise and
similar items in a storeroom or warehouse. Supervises the storing of items in
bins, on floors, or on shelves in a convenient location for removal when needed.
Marks or tags articles as necessary for identification purposes. Fills orders or
requisitions for materials and keeps records of items issued and received.

lilustrative Duties / Responsibilities:

Overseas employees in performance of work and provides guidance in the
resolution of routine problems..

Assigns and checks work of designated staff. Provides a detailed schedule of
items to be packed and methods to be used.

Familiarizes employees with established organization procedures, rules and
regulations.

Wears assigned protective equipment and clothing and follows all safety
procedures.

Coordinates all outbound freight shipments..

Coordinates all outbound UPS and Fed X shipments..

Determines weight of shipments and picks the appropriate carrier and method
with an eye on cost and delivery.

Provides P.0O.D. information and rate quotes to in-house departments
Performs other related duties and assignments as required.

Typical Education / Experience:

High school education or equivalence plus one to three years of directly related
experience. Forklift truck certification. Up to date training in Hazardous Waste
Management.
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JJA, Inc.

Position Description

Job Title: . Best Practices/Training Coordinator
Department: Manufacturing

Grade:

FLSA:

Rev: A

Date: 10/28/99

Summary:

Develop, implement and maintain all best practices for manufacturihg.

Help determine manufacturing best practices.

Conducts overview of training for new personnel.

Writes all procedures and best practices for the manufacturing
department to comply with the JJA quality manual.

Gathers input from all personnel regarding new procedures.

Organizes training and provides human recourses with key data.
Oversees training and issues ¢ertification cards.

Reviews new equipment and materials with concerns of waste and

cost through put.

Gathers all information and publishes the JJA manufacturing reports and
charts.

Conducts training of new procedures within the manufacturing department.
Completes time cards weekly and oversees vacation requests.

Attends all staff meetings when they are scheduled.

Performs other duties as assigned. '

Up to date training in Hazardous Waste Management

Typical Education & Experience: High school education or equivalence,
strong math skills. Familiarity with Microsoft Office applications, and strong
analytical, negotiation, communication, writing, leadership skills, and desktop
publishing skills. Maintain strong working knowledge of all manufacturing
procedures.



